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OSP- Office of State Procurement does not create or maintain employee vendor 
numbers.  The process is maintained automatically by AASIS and is executed 
each time a new employee is hired or if there is a change in existing HR Human 
Resource data.  The programs run nightly to update the employee vendor file.   
 
Do not contact OSP to request creation or maintenance of an employee 
vendor.  Problems concerning employee vendors should be referred to the 
ASC Helpdesk 683-2255.   
 
XK03 is an FI-Display All transaction.  All users should have access to this 
transaction.  In transaction XK03, click on the drop down icon to the right of the 
vendor field.   
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Choose the search tab: Vendors by Personnel Number.   
 
Enter the employee’s personnel number in the personnel number field and click 
the green check.   
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The employee vendor number will be displayed along with the employee’s 
personnel number and name as shown above.  In this example, the number 
2000046 displayed under the word Vendor represents the system generated 
vendor number for the employee.   
 
Vendor numbers in the (2000000-2999999) series are to be used ONLY to 
reimburse employees for expenses directly related to state employment, i.e. 
travel, petty cash, tuition reimbursement etc. using the direct invoice FB60 
transaction code within AASIS.   
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If an employee is selling goods or commodities to the state and has complied 
with the requirements of the ethics law, ACA 19-11-701 et. Seq. then an 
employee should be set up as a regular trade vendor in the (100000000- 
199999999) series to receive payment.      
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To determine a regular trade vendor number for an employee, use the drop down 
and choose the search tab: Vendor (General) tab.  Enter the employee name and 
click the green check.   
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Select the appropriate number and click the green check.   
 
Requests to set up employees as regular trade vendors of the state follow the 
same procedures i.e. vendor maintenance form FI0021 with W-9.   Office of State 
Procurement (OSP) is responsible for the creation and maintenance of regular 
trade vendors.  
 
NOTE:  The two different vendor ranges are NOT interchangeable.  Each range 
of numbers has specific requirements and functions.  You should never use a 
regular trade vendor number (100000000-199999999) to reimburse an employee 
for travel nor should you use the employee’s vendor number (2000000-2999999) 
to remit payment to an employee for goods and services rendered to the state 
outside of state employment.   


